
Visit the webpage onedrive.live.com 

You can create an 
account if you don’t 
have one yet.  

Microsoft OneDrive:  Store, edit, and create documents 

Upload files from your computer to the webpage 

1. Click Upload to start 

Download files from the webpage to your computer  

1.  Hover mouse over item 
and check box in the corner 

2. Click Download 

3. Look for downloaded 
file on your computer 

Note: Options on the page are task specific, menus at the top will change depending on 
what you are doing at the time. 

3. Browse your computer 
and select the files or 
folders and click Open 

Log in with your  
Microsoft account 

(Hotmail or Live 
email accounts) 

2. Click Files 



Microsoft Word Online 

Click on the  
Word document 

Formatting options 

Highlight first 
paragraph 

Choose a larger 
font size 

Change the font 
color to red 

Change the line spacing 
to double spaced 



Click where you want to put the table 

Insert a table 

Click Insert 

Click Table 

Choose how many cells you 
want for the table  

When working in the table you can see 
additional options just for the table 

Click Margins 

Click Page Layout 

Change the Margins 

Spell Check 
Click Review 

Spell Check 

Narrow: you can fit more content on your page 



Share the Document 

Click Share 

Invite People – send an 
email using Microsoft’s 
email service to share a 

link to the document 

Choose if you want others 
to alter the document 

Enter the email of the 
person you want to invite 

Write a message 

Get a link– use this option if 
you want to share using 
another email account 

 (such as Yahoo, Gmail, or 
Charter) or post other places 
 (such as Facebook or Twitter) 

Choose if you want others 
to alter the document 

Copy and then paste into 
your email or elsewhere 



Add comments 

When you click onto the comment 
you can reply, mark as done and 

delete the comment 

Click Review tab 

Click New Comment 

Type your comment 
then click Post 

View comments 

Click Show Comment 

Open in Word 2013 

If you have Microsoft Word 2013 installed 
on your computer you can open the 

document in the program by clicking here. 

Click Review tab 



Print the Document 

1. Click File 

3. Click Icon 

2. Click Print 

4. Click Print 

To keep the 
document up in 
the background 
 you can click in 

this first tab 

Or to close the document click the x in the tab.  
OneDrive will save the document automatically. 

Return to your folders 



Microsoft PowerPoint Online 

Click on the  
PowerPoint document 

Document Viewer – When you first open a PowerPoint document in OneDrive, 
 you will see it in the viewer 

View in Slideshow mode 

Works the same way PowerPoint does in Slide Show mode  
To move to the next slide you have a couple of options: 
1. Click your mouse button (left click) 
2. Press the space bar on your keyboard 
3. Press the arrow down on your keyboard 
To leave the slide show at anytime press the “Esc” on your keyboard or you will exit at the 
end of your presentation if you keep moving forward  

Click Edit Presentation then Edit 
in PowerPoint Online 

Edit the PowerPoint document 



1. Click New Slide 

Add a Slide 

2. Scroll down 

3. Click Picture with Caption 

4. Click Add Slide 

Insert a picture 

1. Click Icon in center 
of placeholder 

2. Click 
Yellowstone 

3. Click Open 5. Click Insert 

4. Click picture of buffalo 
Choose 
Pictures 

Home tab 



Click into box and type Buffalo 

Click on the rectangle box to select the shape. 

Hover your mouse over lower right corner of the box 
until pointer turns into a double arrow, click and drag 

the corner to make the box larger. 

Insert text in the box 

Enlarge Box 

Insert a Box 

Now type: 
 Buffalo at the side of the road 

Add a title 



Click on the words  Shape Fill, hover 
mouse over a color, and click to select a 

color for the box 

2. Click Fly In 

1.  Animations tab 

Animate the Box 

View our presentation in Slide Show 

1. View tab 

2. Click  
Slide Show 

To leave the slide show at anytime press the “Esc” on your keyboard or you will exit at the 
end of your presentation if you keep moving forward  

Return to your folders 

To keep the 
document up in 
the background 
 you can click in 

this first tab 

Or to close the document click the x in the tab.  
OneDrive will save the document automatically. 

Color the Box 



Microsoft Excel Online 

Click on the  
Excel document 

Enter data 

Click into the cell to the right of 
Amazon Drive and type the number 1 

Press enter key and add 
numbers to the rest of the cells 

Format cells 

1. Highlight the cells 
containing the numbers 

2.Click on Number Format 

3. Click Currency 



3. Click Sort Descending 

Sort data 

2. Click Sort 

1. Highlight rows  

Auto Sum – Add the numbers  

1. Click into the cell where you 
want the total to be located 

2. Click AutoSum 

3. Make sure excel has selected all the cells 
you want to add, then press enter button 

To keep the document 
up in the background 
 you can click in this 

first tab 

Or to close the document click the x in the tab.  
OneDrive will save the document automatically. 

Return to your folders 



Create a new document in OneDrive 

1. Click Create 

2. Choose the 
type of 

document 3. You can 
rename the new 
document here 

Send a document in an email 

1. Click V here 

2. Click Outlook.com 

3. Click New 

4. Click Insert in the email message 

5. Click Share from OneDrive 

6. Click the document you 
want to attach 

7. Click Open 



Organize by creating Folders 

2. Click Folder 

1.  Select item 

Move files to a folder – Drag and drop into the folder or: 

4. Click Create  

3. Name the new folder 

1. Click Create 

3. Choose the name of the 
folder you  want the file to be 

put into, then click Move 

2. Click Manage then 
click Move to 

Delete Items 

1. Click item  

2. Click Manage  

3. Click Delete  

You can also select the item and press the delete button on your keyboard 

You can also drag and drop the item onto the folder 



Start download 

Download Drive for your computer (optional) 

Install the program – You will be asked to log in with your Microsoft account information 

Find the drive on your computer – 2 ways to find 

Upload items from your computer  
The downloaded software shows up as a folder on your 
computer, anything you put into the folder will show 
up on the SkyDrive webpage and devices that have the  
SkyDrive App installed.  Copy and paste from your 
computer folders to the SkyDrive folder. 

2. Click on taskbar icon 

1. Start download here 
 by clicking Get OneDrive apps 

2. Click 
Download for 
your type of 

computer 

1. Click the Start 
Button, All Programs, 
then Microsoft 
SkyDrive 

2. Drag and Drop files 
in the new folder 

1. Click New Folder and 
name the new folder 

Organize the drive  
On your computer 
by using Folders 


